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Office Memorandum • united states government 


to : Chief , Intelligence School 


date: iQ November 195? 


FROM : Chief, Clerical Training 


subject: Weekly Report No. i£, 11 - 17 November 195? 


1. Discussion of New Mailing Procedures . On 7 November 1958, 

Clerical Orientation instructor, called on ?5X 

| of the Management staff to discuss the new procedures related 
to the preparation and handling of mail between offices In the Agency. 

These will be included in the Orientation lecture on Agency Mailing 
Procedures . 

2. TV Shorthand Training. | ] met Tvith | | 

| Chief , Special Projects Area of the Western World Branch. PDD, 23 

on 13 November for the purpose of discussing the televised shorthand 
training program which is offered once a week on Channel 9. | | 

has been taking this course since September of this year. 

3. Numbers in Clerical Induction Training . During the week ox 
10 November 195?, there were Rd people in Clerical Induction Training. 

Of these, 13 were entering for the first time. 

R. Numbers in Clerical Orientation Training . There were k0 
people in Clerical Orientation for the week of 10 November 1958. 

This total practically triples the number we had in COT Training at * 

this time last year when peakloads had ended by the last of October. 

diujh. 1/3 

5. Results of Official Agency Testing Administered by Clerical tJt • j 
Refresher . The results of the tests administered to the on-the-job UKof. 

Agency employees on 17 November 1958 were as follows: 


Tested 


Qualified 


Shorthand 1C 2 
Typewriting 7 3 

6 . Results of Official Agency Testing Administered by Clerical 
Induction . The results of the tests administered to the entrance-on- 
duty employees for the week of 10 November 195? were as follows: 


Tested 


Qualified 


Shorthand 

Typewriting 
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7. Clerical Refresher Training; Program f;3 completed on 
lli November 1>’'58 . Clerical Refresher Training 83 ended on 
IE November 1958 with students enrolled from the following Agency 
components: DDP 10; DDI lE; DDS 15. The total number of students 
was 39= 


Personnel Notes: 

1. Instructor Transfers. 


J Instructor, 


Clerical Induction Training, transferred from the Offi ce of Training 
to the Photo Intelligence Center on 17 November 1958. 


who served as secretary in the JOT^ office, has ta^en ) ^ 

I place in Clerical Training. (JtA/JUjt# 0<\JL CXA^^/C^Am 


25)1 

25)1 


/ I 

has 


2. Instructor Returns to Part - time Duty 

returned to Clerical Training for half-days. The Clerical Orientation 
schedule is being designed so that she can participate on that 
/^program in the mornings. 





— 

kt?f 

iowt 




u 


is? 


(K } omJ l 

Gl 0l Uro^Qsn 

luisi uAas2L . a. 

UXLs ) QmA 1{&<M 


/oLuaJIP 







Approved For Release 2004/05/05 : CIA-RDP60-00594A00040001 0036-0 





